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MEMORANDUM FOR: Executive Direecror-Comptyolier

BUBJECT :  Butords Program

1. Paragraph 8 of this uemorandum offers rvecommendations for
your approval.

Z. Our offorts during the past year to purge the Tacords we
have in storage reselted In a net reduction of 4,196 cublc feet. We
have again axamined the overall problem in an attempt to diacover the
reasons purging doas not seew to offer a selution to our records stor-
age problen. We find that we have four major categoriss of material
storad at the Records Center, but only onae of thesm, the inactive recovds
cotezory, gualifies technically for secordas Center storage. We need to
ro-evaluate cach of thess categories and define them in terms that are
accestable generally; to assiin reaponsibilities and deviss stovage
systens for each of them; and to develop new policies and procedures
to govern the records program of the Agency and provide for the nanages
went of the pergonnel primarily concernmed with it.

3. At the end of August 1969 the Agency's records holdings
totalled 93,915 cubie feat: '

a. Supplege pistribution 17,686
(Buitland 15,622  UG4)

. Vital Documenis 49,0%5

¢. Inactive Records 64,281

d, Archives (including materials 7,853

identificd for Presidential Libraries)
4. Supplemental Distribution (17,686 cubic fout)

a. The Fupplemental Bistribution category is composed
of sxtra coples of finished fntelligpence publications which
have been distributed throughoutr the Intelligence Commuaity.
Some individually determined yuantity of each of these publica-
tions is held {n reserve to satisfy requests from customers for
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extrs copies or additional distribution. The Central Raference

Sexvice in the Intelligence Directorate gives the Becords Center
imstructions for storage and must acthorize the release of docu-
aents to offices cutside the Agency. There is a bigh tern-over

as individual publicatiopns are re-issued, up-dated, or revised.

Activity averages 2150 services a day.

b, Responalbility for storing auvd distributing thesa
publications &3 a service to the Intelligence Directorate was
accepted by the Kecords Center several years ago when the vol-
umes were much smaller aud spscz was not a problem. The Records
Center has continued to fursish the storage and distriburion
service over the years because it represents a convenlence to
the Agency and records center storage space has been the cheapest
kind of available space suitable to the sctvivity.

¢, Hevertheless, the problem is pot a4 records problam.
It iz a problem of distribution and space, It should sot ke a
part of the Records Prograam and neither the Records Management
Board nor the Records adminlistration Sranch should be held
accountable for its solution, Hesponsibility for resalution of
the distribution problem and the custody asd control of the mate~
rials should be amssumed by the Intelligence Directorate. These
holdings should be carefully reviewed to determine whether this
volume is really mecessary. Other Agency facilities ave presently
being axamiued to determine whather docusents held for supplemental
distribution can be stored elsewhere and removed antirely from the
records management progras.

3. ¥ital Documepts (9,085 cublc feet)

#. Vital Documeats are docunents selected by the varicus
components of the Agency 88 belng essentlal to the recomstitu-
tion aand continued operation of the Agency in the event a catas-
trophe strikas the headquarters building. They axfist as a
geparate collection as a part of the caergancy planuning program
and must be where they will be asccessible in time of smergency.
is the emergency relocation site
for the agency and this is the reason the Vital Documents are
located there. They are stored in the Records Csnter only
because, incidentally, the Records Center is at the relocation

They were movaed iato the Racords Center from Building

# 1961 to make the space available for other purposes and
€O save manpower.

b. Aa long a3 the Emergency Planning Program of the
Agency remaluos unchanged, these docunents should continue to he
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stored at the relocation cepter. Thers are among theu, however,
ahout 2,500 cubie fest of vital documents storad by BPIC. In

the event of an emergency requiring relocatien, most of NPIC iz
expected to be co-locasted with the Departmsnt of nefense., The
HPIC viral documents should be removed from the Agency relocarion
canter and transferred to the Depariment of Defeuse relocatlon
gite whers NPIC is expected to operate in tinme of amergsncy.

¢. The remainder of the vital doeuments shwuld be erit-
ically reviewed in velation te the curzent Urue sigoificance of
the overall emergency plan.

. Archives {7,833 cubie feet)

&. Archilves are hietrorical documents which must he hept
persanently. They are different from isactive records. They
are nistorically and scholastically siguificant whils inactive
records sra operationally and administratively significact.

They are the permanent historicsl decumentation of the Agency
while insctive records are temporary extensions of headquarters
file space. &s defined by the Civil Service Comsission for the
Arehives of the United States, arshives are "(1) those bodles of
non-current permanently valuable racords that form useful evi-
dence of tha organization, functiors, poiieies, decisions, pro-
cedures, operations or other activities of Federal Agencies or
very importast Federal officials, or (1) those records that must,
or should, be preserved for thelr Informational content.....
Areghival records docament official actions and sexrve as sources
for official refurence in the presecution of the affairs of

 Govermment by providing s record of past sctions. The {informa-
tien contsined in arehivas 1s essentrial to historians, political
sclentists, economists, sociclogists, or other scholars engajed
in study of various aspects of sur soclety.”

b, 1In addition ta the 7,853 cubiec feet of material
slready segregated as archival and Presidential Library material,
thare are about 7,000 cubic feet of 035 and predeceagoer orzani-
zation records recalled from the Archives of the United States
in 1959 at the direction of the Director of Central Istelligence.
Another 13,000 cubic feet of CIA material designated for per-
manent rotention ie stored with the insctive recerds collection.
The 24,000 cubic feet made up of the 9,000 feet of 935 and 15,000
feet of permsnent Agency material raquire screeniny and appralsal
to select those docuvents which are truly avchivel. Ustil they
are sereened the total collection of 24,000 cubic faet must be
gorsiderxed ax part of the archives. Tostead of 7,833 cubic feot
of archives, therefore, in reality we have 31,853 cubic fret of
archival material.
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¢. BScreenlng and appraisal should be conducted by, or

under the supervision of, qualified professiounal archivista.
it should aot be left to rscords officers or records center
personuel. The basic premises of permanent archival retention
are in direct conflict with the bhasic prewises of records dis-
pesition. The oblective of one i3 to rvetair and the shjective
ef the other iz to dispose.

broad,

d. Professiosal archival work invelves the following
but net mutually exclugive, functlona:

(1) sappraisal and dispostion,
{Z) arrvaogemeant and descripticn,
(3) preservation and rehsbi{litation,

{4) decumentary publication, historical
editing and exhibit of archivsl materisls, and

{3) reference sarvice.

& sampling of these functious are described below o
further clarify the profussional distinctions batwees
archivistes and records wanagement N€ficers:

(1} Records appratsal and dispoation involvas
the analysis and evaluation of ilnactive records to deter-
wing their continuing values and to provide advice or
meke decisions abeout their destruction or pevmanent
rateation, Archivists euploy 2 compreteasive knowledge
and understanding of the hilstory, orgamization and opera-
tions of the Ageuncy, the legislstive authorities aud
vesponsibilities of the Ageney as these relate to the
development and retention of reeords, the organizational,
functioasl aod records relatiomships of the Agency bo
ether agescles and activities in tue I{ntelligence com-
munity snd Fedarval Govermment at large, amd the needs of
the scholarly community.

{2} Arxchivists engaged in records BETAUEHBENT
atudy the origins, the organizational and funciioaal
history and adeinistrative procsdures of the producing
units. They analyze Lhe records to decide the arvange-
went that will best reveal thelr character and algnif-
icance, protect their fntegrity as historical evidence
of orvganlization and function. and facilitate their loca~
tion, description and use.
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{3) Preservation ifuvolves aafepuarding the
srehival materizl fronm deterioration of impairgent of
cheir velue through alteration. 1t considers the con
dition of the records: Lhe nature of their evidential
or informational values, the exteunt of thelr use: and
thae cost of repair or rehabilitarion.

(4) Arehivists imvolved iIn publication work
carefully study the docuaents to he published e rasolve
guestions of orizin and suthenticity. They employ 2
thorough knowledge of thas aubstance of the documents and
persons, circumastances, or avents to which the documents
ralate.

@. Hot emly do archives require nrofessional competenca
whieh differs from that of records officers, but they are ad-
ministerad differently, require a higher guality of storage space
to engure their permanent preservatlom, and regquire a different
kind and fragquency of servicing than othar categories of racorda.
Professionally and administratively, archives ars different Irom
the basic prineiples of records managepent aed they should net
be a part of the vecords management prograa. archives are hia-
torical documents used primarily by researehers and historiane.
They are the sources from which historieal nsrvatives ave
wrizten. As such they are much wmore eclosaly related to the
functions of the Historical Staff than to #ha records nanagament
functieons. 4 peaition for at least one genior archivist should
be creatad on tha Wietorical Staff and responsibility for the
archives prograa of the Agency ghould be assizred to thel Staff.
The archives function, however, should not be considered as
aubordlsate to the histerical function. Sume historians ara
jnelioed to feel that the docunent can he destroyed after the
history has been written. nis., of course, is a misconcepiion.
piffersnt historians Interprat bhistory aiffarently and a single
document car serve more than one nistorical or scholarly puxpose
including politieal, sociclogical, and econonic conglderations,
for example. For these reasons it iz suggested that there
ahould be & separate archival function as 3 part of the overall
regponsibility of the fistorical Staff.

g. Avehives require a higher qualiry of storage space
than other record naterials do, motTe 13ke a libyary than a
warshouse, with alr cooditioniag, heat and hunidity controls.
The low level of activity and vequests for service make the
archives a logical cholee for location away from the
Long term building plans should ipclude pro-
i1val storags. feauvhile we are evaloating snace
to determlose the feasibility of moving the archival
collecticu there.
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7. Inactive Records {64,281 cubic feel)

a. TImactive records are those racords upon which all
current sction ia completed amnd whieh are required ao infre-
guently in the coaduct of curvent husiness that they may be
cemoved from offices and stored elsswhere without impairving daily
operations. They are records which must be retained for a defi-
gite period of time fn order to coumply with established lagal or
opsrational requirements. Certain Financial documenta, for
exanple, must be retained for 56 years, others must be retalined
for twelve years, and official peraounel files must be ratained
for 75 years. Inactive racords of these typas with figed
zetestion perieds are considered to be teaporary. Soms inactive
rocords must be retained parmanently according to law. Ferma-
pant inactive records eventually become arelidves with the inten~—
tion that they will be retained forever.

b. Among the four categories of records discuseed, only
the ipactive records qualify techaically for racords conter
storage; only lnactive records neet the criteria established by
lav apd the Archivist of the United States for such storage.
i1t is this voluze, then, to which the recordn pansgement pYOgre:m
of the Agency should be primarily directad.

¢. 43 indicated in the foregoing discussion of the
archiivas, thore are about 9,000 cublc foat of 088 and predecessor
organization records, and about 15,000 cubie feet of CIA recorda
smong the inactive records holdings whilch have been scheduled for
permanent retentien, aad ahould bz conaildered as part of the
arehives collection. If thias 24,000 cubic foot velume 18 de-
ductad frow the total carrent volums of 64,281 cublc faet and
rransferrad to the archives, there will remaln only 40,281
cublc fast of imactive records. These are the only records
atored which should be a part of the records psrogran of the
hgeney. Cemtrol over the growth of this volume should ba a2
primary responsibility of the records menagewent program of the
Agency.

4, ¥We are in t af pesotiating
the conduct of a ataedy
aine the feasibility o alileg ¢ A R
shelviag to permit a sigaificant compaction of the wmaterials
stored. 1If feasible, it is astinated thet such an installation
will increase the present storage capacity by sbout forty psr-
cent., We are also planning te create a group of technleally
qualified persounel to study the systoms practicabilicy of
adopting microfora techniques to provide atorage and retrieval

a contract for
o deter- 25X1A
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systems sultable for the varlous record keeping oparaticns in
the Agency.

e. HMicroforss and novable shelving, however, will pro-
vide only temporary rellef for a fow vears aud will not solve
tha basic problem of increasing records volumes and the regquire-
mant to store them. Hot only deecs hard copy grow at the rate of
three cubic feet pey szployes per year, but there are rapidly
growing requirements for the atorage of film, megnetic tapes apd
other forms of electromic recording wedia which may well exceed
whatever capacity we may gain by ilmprovieg the atilization of
present space.

f. Under the presant policy, we operate a cantral storage
facility but exerciae so control over what or how much comes into
it, how long it must be kept, or when and if it mey he destroyad.
If we are to gals coutrol over the growth of records in storage
we camnet contimue tids practice. Even more basic than cantrol
over the storage, however, lu the need for systematic aanazament
of rzeords baglvoning with their creation. Total records manaze-
mant prograss include creation, malntenance, and disposition.
Qur emphasis has always been on disposition, with perlodic con-
centraticas of effort os purging. We need ro aystematically
glter that concentration and direet our attention fo correspou-
dence managenent, forms management, TepoIls Bangpement -
empecially computer reports ~, copying machines, and all other
methods of records creation. There are more than 220,000 cubie
feet of curreat records in headquarters office space. We need
to concentrate on file creation and malatenance systews Lo
ensure that we maintais only thoass documents and files that are
necessary to the day te day conducet of our business. e naed
to provids a syaten to ensuve that only these records which nust
pe retained for a specified period, teaporary or permaunent, axre
transferred to the Records Centex.

g. ‘These purposes can only be accomplished througa the
creation of & single records program under unifisd mavagement.
Several steps will be anecessary to pub such A progran into being:

{1) The creation of a Senior Records Management
Board under the DD/E with specific authority to dirsct
a centralized prograzm;

{2) selection, from among the more than 241y
positions iu the Agency identified with records responsi-
bilities in one form or another, of those pusitiosns which
ghould he devoted fully to recerds managemaent;
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{3} the creation of a carser sarvice oY sone
equivalent personnel uanagement aystem to provide for
the training and long term carvser development of Indf-
viduals primarily concersed with receords mansgauent
responsibilities;

(4) the syatematic designation of offices of
record which will be responsible for maintaining
racords of s particular category in order to aveid
multiple £1lding sud retention of the same documents;

{5) the veview of xegularly produced reporis
fyom all aources to walldate thedir continulng need and
value for record retention purposes;

{6} the developuent of a centralized system for
the management plaasning and control of microfors appli-
cations which promise to nushroom much like computaers
bave done during the past fifteen ysars; and

{7} the publication of policies aund proccduvres
to provide the framewori for such an overall records
wanagonent PrOLEARE..

8. Hecommendstiouns
It i3 recommended chat:
&, Responsibilicy for the atorage and servicing of

Supplenental Distribution documents be assumed by the Deapaty
Mrector for Intelligence whe has the basic regponsibility for

the funct b ught for their location away
from the

b. the practicality of the Emergency Plauming Program

" of the Ageucy be reevsluated; thar meanwhile vital documents

contisue to be stored at the Records Center but thabt the DOSI
asgume reaponsibilicy forxr relocating vwital documents stovad by
HPIC to 1lts relocation site:

¢. a position be created on the Listorical staff for a
senior archiviat; tnw xespausibilitv for the archives program
be assigoed Io th raff, that space for their
lt@fﬂ‘u T 9:&er auitaLia location away
A mnﬁ that permanent archives
planag; and

Approved For Release 2002/01IO@ES%HDPR'OOS%ROOM 00120010-4

25X1A




Approved For Release 2002/01/07 :SEEMG-00883R0%100120010-4

d. the concept of a centrallzed records management
program be approved and the UD/S authorized to proceed with
the development of a progrew as outlined in paragraph 7
above.

E. L. Banperman
Deputy Sirecter
for SBupport

DDS/SSS/RHW:jms (12 September 1969)

Platribution:
Orig & 1 - Adse
1 - DD/S Subject
1 - bDD/S Chrono
1 -~ 888 Bubject
1 - S85/RAB
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